ACQUISITION SUMMARY CHECKLIST

The following checklist should be used for each NSP street address file where acquisition occurs in order to make sure that all appropriate documentation is maintained.  

NSP Activity #______________ Activity Type: __________ Street Address of Property: 


Property Use:  (Brief Description) 


Seller(s) ________________________________________ Contact Person: 


Tenant(s) 


Seller Address 


Phone Number. ________________________________________ E-mail Address:


1.
Date Preliminary Acquisition Notice and URA letter delivered to seller.
…………

2.
a.
Does this acquisition involuntarily displace anybody?



b.
If so, did the Grantee contact Division of Housing and follow an approved relocation plan?

3.
Is the appraisal(s) in the folder (must be within 60 days of the accepted offer)?


4.
Is a copy of the HUD-1 settlement statement establishing minimum 1% discount in the file?


5.
Date formal written offer and URA letter (voluntary acquisition & relocation) delivered to the seller(s)


6.
Final offer to purchase/counter offer accepted on:


7.
If by condemnation, was DOH notified on Activity Set-up Report?


8.

Are copies of signed offer(s) to purchase, deed/title transfer, evidence of payment, and any other
important documents and correspondence in the file?



9.
a.   Type of foreclosure acquisition…............  FORMCHECKBOX 
 REO   FORMCHECKBOX 
 FHA    FORMCHECKBOX 
 Sherriff’s Sale  FORMCHECKBOX 
 Other  




b.    Circuit Court documentation on file?


Summary of Appraisal and Negotiations
	Appraisal
	Min. 1% Discount Amount
	Initial Written Offer
	Final Acquisition Price

	$


	$
	$
	$


____________________________________________________________________________

Grant Administrator negotiating this acquisition

(please print)

